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HRBEN
BENEFITS ADMINISTRATION

Chapter 7 –
HIPAA Changes
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HIPAA Change Task Flow–No Pre-Tax in Place
Employee requests Change
form  from Agency Benefits 
Specialist, completes form, 
and returns form with HIPAA

change supporting documents.

Agency Benefits Specialist makes necessary 
Dependent Benefit updates (create/ change) 
(PA30), creates HIPAA Change Adjustment 

Reason (PA30), AASIS prompts HRBEN0001 
and Specialist makes enrollment changes based 

on the adjustment reason and generates the
Employee Confirmation Letter.

NO

YES

Agency Benefits Specialist 
mails the Confirmation letter 
to the Employee. Employee
reviews the Confirmation 

and reports any discrepancies 
within the required time frame.

AASIS automatically 
creates or changes

Benefits Payroll
Deductions.

Pre-Tax deductions
exist (exception
savings plans)?

Agency Benefits Specialist must sign 
the enrollment form, make a copy

for their records and send the
original with required documentation

to EBD.  The States Benefits
Specialist goes to Family Status

Change Activity Flow.

Agency Benefits Specialist
must sign the Enrollment form, 

make a copy for their records and 
send the original with required 

documentation to EBD. 
The States Benefits Specialist 
goes to Family Status Change 

Activity Flow.
AASIS 

sends  electronic
interface to
vendor(s).

Refer to Plan documentation and the EBD Policy and 
Procedures manual to determine which plans an employee 
may choose for their HIPPA Event.  Make sure to enroll the 
employee in the appropriate co-requisites.

Note: The enrollment form must be signed within 30 days of 
the event.
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Exercise
Scenario #8

• A new employee waived all rights to a medical 
plan when hired because the employee was 
covered under another Plan.

• Later the employee married and decided to enroll 
into a Medical plan and add their spouse.

*This is considered a HIPAA event
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Demonstration

• Create Benefit Enrollment - HIPAA 
Special Enrollment
Human Resources > Personnel Management > 

Administration > HR Master Data > Maintain 
(PA30/HRBEN0001)
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1. Follow the menu path or enter 
PA30 in the command field; 
press Enter

Create Benefit Enrollment
HIPAA Special Enrollment
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2. Enter the employee’s 
personnel number

3. Select Personal Data or 
enter 0002 in the Infotype field

4. Click Display

Create Benefit Enrollment
HIPAA Special Enrollment

It is the responsibility of the State/Agency Personnel 
Management role to make marital status changes.  To view 
this information, you will need to access the PA30 and 
choose Display to make sure changes have been made prior 
to proceeding with a HIPAA enrollment.

Note: If you do not know the employee’s personnel number, 
use the match code search functionality to search by name.
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5.  View martial status prior 
to proceeding with HIPAA enrollment.

Create Benefit Enrollment
HIPAA Special Enrollment

6. Click to Exit
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HIPAA Special Enrollment

7. Follow the menu path or enter
PA30 in the command field; press 
Enter
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HIPAA Special Enrollment

9. Select Family 
Member/Dependent or enter 
0021 in the Infotype field

10. Click to Create

8. Enter the employee’s 
personnel number 
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HIPAA Special Enrollment

11. Choose subtype
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13. Enter applicable 
information in all 
required fields 

12. Enter the Event 
date

14. Click to Save

Create Benefit Enrollment
HIPAA Special Enrollment

• When entering the applicable information, the last name will 
automatically default, change if needed.

• According to EBD’s Policy and Procedures, the dependent’s 
Social Security number, Date of Birth, Primary Care 
Physician, and ID number, if applicable, all must be entered 
in AASIS at the time of enrollment.  For newborns, enter the 
default SSN# given by EBD until the correct SSN# has been 
received.  

•Example:  888-(last 6 #’s of the employee’s SSN#)
•Twins:  888-88-(last 4 digits of the employee’s SSN

• You will receive the following message:  “Record created” 
this is for the update made to the Copy Personal Data 
Infotype.
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Note: Record has been created

Create Benefit Enrollment
HIPAA Special Enrollment
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15.  Select Adjustment Reason or 
enter 0378 in the Infotype field

16. Click to Create 

Create Benefit Enrollment
HIPAA Special Enrollment
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18. Select the appropriate Adjustment 
Reason from the drop-down list

17. Enter the ‘1st of the month’ 
effective date of coverage 

19. Click Enter

Create Benefit Enrollment
HIPAA Special Enrollment

•The effective date is determined by the 1st day of the month 
following the date the employee signed their application.

Note: An example for step 17 is as follows: The employee 
signed and dated their application  June 29, 2004.  Therefore, 
the first of the month following the signed and dated 
application date is July 1, 2004.
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20. Click Yes

Create Benefit Enrollment
HIPAA Special Enrollment
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21. Click to Save

Create Benefit Enrollment
HIPAA Special Enrollment
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22. Click Yes

Create Benefit Enrollment
HIPAA Special Enrollment



7-18

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0

7-18

An AASIS Training Guide
HRBEN – Benefits Administration

23. Double click on HIPAA 

Create Benefit Enrollment
HIPAA Special Enrollment
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24. Double click the 
Employee’s appropriate 
Benefits elections

Create Benefit Enrollment
HIPAA Special Enrollment

Enter the appropriate Benefits elections based upon 
employee elections and rules.

Note: Refer to plan documentation and the EBD Policy and 
Procedures manual to determine which plans an employee 
may choose for their HIPAA Event.
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25. Click on the Dependents tab to 
view the Employee’s Dependents

Create Benefit Enrollment
HIPAA Special Enrollment
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26. Click the box to 
enroll the dependent  

27. Return to the Option 
tab by clicking the tab

Create Benefit Enrollment
HIPAA Special Enrollment

If the new dependent’s name is not reflected in the Plan, 
please refer to Troubleshooting Note #3.
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28. Select the Dependent 
coverage chosen by the Employee

29. Click to Accept

Create Benefit Enrollment
HIPAA Special Enrollment

Note: In selecting the Dependent coverage, make sure that 
the choice corresponds to the coverage chosen under the 
Health Plan.
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30. Click Enroll

Create Benefit Enrollment
HIPAA Special Enrollment
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31. Click Enroll

Note: Verify that you have 
enrolled the Employee + 
Dependents in the correct plans

Create Benefit Enrollment
HIPAA Special Enrollment
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32. *Click Confirmation; 
Follow print instructions  

Create Benefit Enrollment
HIPAA Special Enrollment

Note: Confirmation of enrollment is required to supply the 
Employee with Verification of Benefits.

Instructions on how to print Confirmation letters are 
demonstrated in Chapter 2.
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33.  Click to 
Continue

Create Benefit Enrollment
HIPAA Special Enrollment
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34. Click Back

Create Benefit Enrollment
HIPAA Special Enrollment
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Note: Record has been created

Create Benefit Enrollment
HIPAA Special Enrollment
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Questions and Answers


